Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Authorization for Release of Information

I hereby authorize [Company Name] to release information to prospective employers (including anyone claiming to be a prospective employer) regarding my employment.  This release of information covers my employment record in general, including information on the following:

Please initial beside each item which you authorize release of information.

________________
Date of employment

________________
Position held when started

________________
Position held when left

________________
The quality of my work

________________
The quantity of my work

________________
My attendance habits (excluding workers’ compensation, pregnancy 




and other protect absences)

________________
My relationship with co-workers and supervisors

________________
My attitude toward work (cooperative, positive, etc.)

________________
Reason for leaving

________________
Eligibility for rehire

________________
Strong points

________________
Weak points

________________
Other relevant information regarding my performance, skills, ability, 




suitability for employment sought, etc.

________________________________________

__________________________
Employee Signature





Date

________________________________________

Employee’s Name (Print)
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